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Introduction 


Welcome to The Personal Accountant, a financial system for household 
and business use, designed to make bookkeeping and information 
retrieval simple and easy. 

The Personal Accountant will do many things: You can open up to 49 
accounts, it will keep your checkbook balanced, keep track of all your 
loans, charge card purchases, expenses and IRA's. It will generate 
professional reports such as: 

A Trial Balance; Profit/Loss Statement; Expense vs. Income Report 
Assets and Liabilities Report; and Account Histories. 

A complete amortization program will calculate payments and changing 
rates as well as generate future values and growth tables. A built-in data 
base keeps names, addresses and other data at hand. 

While all these features may distinguish it from other financial programs, 
the real joy of using The Personal Accountant comes from its ease of 
operation. 

That’s because the heart of The Personal Accountant is a time honored 
and commonly used method of accounting called Double Entry 
Bookkeeping. This concept simply means that all bookkeeping entries are 
posted to two accounts. 

Because all money comes from somewhere and goes somewhere, the 
double entry system makes sense to accountants because it means they 
can show where money comes from, where it goes and keep it in balance. 

In the past, to make use of a double entry bookkeeping system, a person 
had to have a thorough understanding of debit and credit. Accounts and 
entries had to be analyzed and classified in categories so they could be 
posted to the correct place, and all the terminology had to be learned. 
Understandably, few people really enjoy maintaining a good bookkeeping 
system as important as it may be. 
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However, this is where The Personal Accountant takes over and, in effect 
becomes your own, in-house accountant. Absolutely no knowledge of 
debit and credit is required to operate The Personal Accountant because 
the program does the figuring for you. 

A general, step-by-step explanation of each function follows. Once you 
operate the program you’ll find many on-screen prompts and reminders to 
guide you through the steps. And best of all there are no complicated 
codes to memorize. 

The Desktop Environment 

The Personal Accountant uses a 'desktop' environment for making entries 
and generating reports. This has been designed to work equally well for 
people who use a mouse or for those who prefer keyboard operation. 

When the program is loaded, the main screen has pull down menus which 
contain all the program's features and operations. These can be accessed 
using a mouse or with keyboard commands. The commands are listed at 
the back of the manual for easy reference. 

Three Programs 

The Personal Accountant contains three programs. 

The main program, selected by using the "Entries” and "Reports" 
options on the menu, will be used most frequently to maintain your 
accounting system. 

The "Amortize" feature is included to help you calculate loan 
payments and future values of savings. 

The "Phone Book" program is a simple data base to help you keep 
track of people or companies relevant to your accounts. 
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Loading and Set Up 

Hardware Requirements and Options 

These are the minimum system requirements: 

Enhanced Apple //e with 128K of RAM. 
or Apple //c. 

or compatible computer with 128K. 

80 column monitor (color or B&W). 

One disk drive. 

A ProDOS formatted blank data disk. 

A printer is optional but highly recommended. 

The program will also work with: 

A mouse 

A second disk drive, including 3 1/2" drives. 

A hard disk drive. 

To Load 

The Personal Accountant loads automatically. Insert the master disk into 
the drive with the label facing up. Turn on your computer. If the 
computer is already on, press the Open Apple, Control and Reset keys at 
the same time. 

The disk drive should turn on and the screen will indicate that the program 
is loading, which takes about a minute. 

The main desktop of The Personal Accountant will appear with these 
menu options across the top of the screen: 


FILE 

ENTRIES 

REPORTS 

AMORTIZE 

PHONE-BOOK 


Handles the disks and data storage. 
Enter, view and change data. 
Generates the financial reports. 

The loan and savings calculator. 
The name and address data base. 
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Data Storage 

After the program is loaded into the computer’s memory, you can remove 
the master disk and put it in a safe place. A formatted (ProDOS) data disk 
should be inserted into the drive so the program can update your financial 
data as you use the program. The preparation of a data disk will be 
explained in the next section. 

Throughout the operation of the program, the computer will store and 
retrieve data to and from the data disk. When you have finished with the 
program there is no need to save anything. The data disk has been 
automatically updated as you used the program. 

Whether you have a single or two drive system, it's best to load the 
program, remove the master disk and insert your formatted data disk right 
away. Once the program is loaded the computer never needs to access the 
master disk again while you are using the program. Data is always saved 
to the computer's default disk so if you boot up using Drive 1, then insert 
the data disk into it. Changing the default drive and setting path names is 
an option generally designed for the UniDisk or hard disk drives. 
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The Main Program 


The Desktop 

The first thing you will see when the program is loaded is the menu 
across the top of the screen. 

Menu options can be selected either by a mouse (using the standard point 
and click procedure) or with keyboard controls. 

To get a feel for what's available to you try the following: 

Mouse users: 

Move the pointer to the Open Apple selection and pull it down by clicking 
on the mouse button. You will see one option called "About Accountant." 
Holding the mouse button down, slide the mouse down so the pointer is 
over "About Accountant" (it will inverse) and release the button. 

A card will appear on screen with copyright information. Move the 
mouse down to the card and click on it to make it disappear. 
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Move the pointer to each of the menu choices (Apple, File, Entries, 
Reports, Amortize, Phone-Book) and examine the options available. 

Note that next to each option there is an Apple symbol and a letter. This 
means an option can be selected by holding down either the Open or 
Closed Apple key and the corresponding key. This can be done instead 
of pointing and clicking on an option. 

Keyboard Users (No mouse) 

When the program loads, the pointer is at the top of the screen. You can 
move the pointer across die menu bar and around the screen using the 
cursor keys with the Apple keys. 

Hold down the Open Apple key. 

Press the Closed Apple key and release it. A beep will be 
emitted from the computer. (Don't let go of the Open Apple 
key.) You must get a beep to indicate it went into the mouse 
emulation mode. 

Press down the Closed Apple key again and the menu under 
the pointer will be pulled down. (Still holding the Open 
Apple key down?) 

You can move up and down the menu using the up and down 
cursor keys. (Holding down both Open and Closed Apple 
keys.) 

To select a menu option, move the pointer over the option 
(using the cursor keys) until it inverses and then release the 
Closed Apple key or both Apple keys. 

And you can move from menu to menu using the left and 
right cursor keys. (Holding down both Open and Closed 
Apple keys.) 
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To review the procedure for selecting menu options: 

Hold down the Open Apple. Press the Closed Apple and release it. A 
beep will be sounded. While continuing to hold down the Open Apple, 
press the Closed Apple again and the menu will open. 

Move from menu to menu by pressing the left or right cursor keys. Move 
within a menu option by pressing the up and down cursor. 

To select a menu option, move the pointer over the option until it inverses 
and then release the Closed Apple key or both Apple keys. 

Almost every option has an Open Apple symbol and a letter next to it. 
Select any of the options by pressing the Open Apple and the 
corresponding key without pulling down menus as described above. 

If you don't have a mouse, you’ll find it quicker and easier to simply 
select options using the Open Apple and the appropriate key. Hold down 
the Open Apple key and press the key that represents the option you want 
to select. 

If you forget an option key, you can pull down the menu using the above 
described method or refer to the end of the manual where each menu 
option is listed. 

Wherever you are in the program, you always have the option of getting 
out of a selected option by pressing the Esc key, which is located at the 
top left of the keyboard. This functions as a "Quit" command, which 
takes you back to the previous menu. 

Getting Started 

Now that the program is loaded and you can maneuver around the menus, 
the rest of the manual will cover each operation of the program. However 
this will not appear in the order that the menus are arranged, because there 
are a few things you'll need to do the first time you use the program. 
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It's a good idea to follow the tutorial and make the sample entries. They 
are designed to cover eveiy aspect of the program with the minimum 
amount of entries. 


Prepare A Data Disk 

(Open Apple P) 

Before going through the program operations, you should prepare a data 
disk to store test entries on. This disk will store all the account names and 
individual entries. 

Your data disk must already be formatted under ProDOS. You can find 
out about formatting a disk in your computer manual, if necessary. Apple 
provides a formatting program with the //c and fonnat instructions come 
with all computers since it is an important function for storing data. 

It's also a good investment to use a high quality data disk since you will 
be storing valuable financial information. 

The next step is to prepare that formatted disk especially for the Personal 
Accountant. Remove the Personal Accountant master disk and insert the 
formatted disk. Even if you have a two drive system, remove the master 
and put the data disk in the start-up drive. (If you are using a hard drive, 
you can indicate a path name using the Set ProDOS Pathname option. 

See instructions below.) 

Mouse Users: 

Choose the "File" menu and select the "Prepare A Disk" option. 

Keyboard Operation: 

Hold down the Open Apple key and press "P." 

Be sure the formatted disk is in the drive. Press the Open Apple and C 
keys to Continue (or click on the Continue button). You'll be given one 
more chance to Quit. 
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If you want to stop this procedure, press the Esc key or click on the Quit 
button. Be sure you have removed your Personal Accountant master disk 
from the drive. 

Once the disk is set up, you'll be returned to the menu. From here we can 
examine the program a section at a time. 


Set ProDOS Path Name 

(Open Apple S) 

If you are using a hard disk drive or if you set up paths on a floppy disk 
in order to store data in specific directories, you can set the path name 
using this section. The program will save data to the default or start up 
drive unless you specify a path name. 

Mouse Users: 

Choose the "File" menu and select the "Set ProDOS Path Name" option. 
Keyboard Operation: 

Hold down the Open Apple key and press "S." 

Enter the path name where you will store your data. 

Consult your Apple manual for an explanation of using path names. 


List Account Directory 

(Open Apple L) 

Mouse Users: 

Choose the "File" menu and select the "List Directory" option. 
Keyboard Operation: 

Hold down the Open Apple key and press "L." 

Select the destination of the listing: printer or screen. 
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Thirteen sample accounts will be displayed which The Personal 
Accountant set up when you prepared the disk. To scroll up and down 
the list press the up or down arrow cursor or click on either arrow. You 
can add any others you like or change the names of any listed here (see 
illustration below) but these will give you a place to start from with the 
examples given below. 


File Entries Reports Amortize Phone-Book 


Personal Accountant 


Account 

Directorv 

Checking 

D 

000 

£ 

Savings 

D 

000 


Chargecard 

L 

000 


CarLoan 

L 

000 


Pay- 

I 

000 


Rent 

E 

000 


Childcare 

E 

000 


Clothing 

E 

000 


Utilities 

E 

000 


Food 

E 

000 



You can close the directory listing box by pressing the Esc key or by 
clicking on the close button at the top left comer of the box. 

Note: if you get an dialogue box with a message "Error #6" then it means 
you don't have the data disk in the correct drive or have not set the default 
drive or correct path name. 

Actually, new accounts are automatically opened by the program as you 
enter them. You'll see this automatic process when you get to the "Make 
Entries" section. Account names can be up to ten characters, should 
begin with a letter and should not contain any punctuation or special 
symbols. 
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In the "Make Entries" section, when you enter an account name that is not 
already on file you will be asked to classify the new account. It is 
important to classify the account properly for the program to post entries 
accurately. 

It is actually very simple to classify an account because there are only five 
types: 

DEPOSIT: This category includes anything that could be considered an 
ASSET. Checking accounts, savings accounts, term deposits, retirement 
savings plans, furniture, vehicles, real estate, appliances and machinery 
would all be in this category. 

LOAN: This category includes anything that could be considered a 
LIABILITY. Any type of loan or credit card bill should be entered in this 
category. 

EXPENSE: This category is for daily costs of living or doing business. 
Car repairs, child care, food, entertainment, utilities, telephone and 
clothing all fall into this category. Also remember to include interest paid 
on loans. 

INCOME: This category is for any revenue coming into the home or 
business including salaries, earned interest, royalties or rental income. 

EQUITY: This account is used to help you open and close your books. 
When you start to use the program, you will post existing assets, 
liabilities, expenses and income into it. When you close out a year, you 
will post income and expense balances into it A special section will 
explain this process. 
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Make Entries 

(Open Apple E) 


Mouse Users: 

Choose the "Entries" menu and select the "Make Entries" option. 
Keyboard Operation: 

Hold down die Open Apple key and press "E." 

You will use this section to enter new information to existing accounts or 
to open new accounts. As mentioned above, when opening a new 
account, you'll be asked to put it in one of the 4 categories. In this 
section you will understand why accounts are categorized and how the 
Double Entry system works. 

j'# File Entries Reports Amortize Phone-Book j 

Post Entries 

Plus (+) Increases Deposit Account 
Increases Income Account 
Increases Loan Account 
Minus (-) Increases Expense Account 

Date of Entry (ddmmyy) 

Entry Particulars 
Amount of Entry 
Account #1 
Account #2 

|Quit esc | |List ’«t | 


Let's start with an example of a DOUBLE ENTRY. Double entry simply 
means you'll be making a transaction and noting it in two accounts. If 
you selected the "Make Entries" section you'll see a reminder of the first 
four types of accounts and which are entered as positive and which as 
negative numbers. 
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Plus (+): 


Increases Deposit Account 
Increases Loan Account 
Increases Income Account 
Minus (-): Increases Expense Account 

The program will require you to enter the amount of the transaction and 
the two accounts the information will be posted to. 

These reminders help you determine whether to post the first account as a 
positive or negative number. The program will figure out how to post the 
second account; if it is a plus or minus amount. 

The account category, EQUITY is not listed because it is always posted 
second. That way, you don't have to worry about whether it is positive 
or negative. 

First you are prompted to enter: 

DATE OF ENTRY: This must be six numbers, beginning with the 
month. So January 31,1988 would be entered as 013188. Press the 
Return key. 

PARTICULARS: Treat this like a memo pad with space for 12 
characters. For example when making a deposit in a two paycheck 
household, you can note which check the deposit reflects. If you are 
using the program for business, this section might be used to record 
invoice numbers. For this example, type in "PAYCHECK." 

Start with a paycheck for $1,000 which you wish to deposit into your 
checking account. You will want to note that you have brought in $1,000 
in income and that it went to your checking account where it will 
eventually go out in bill payments. 

AMOUNT: Enter the amount WITHOUT commas or a dollar sign. Type 
1000 and press Return. 
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ACCOUNT #1: Now you are prepared to make a DOUBLE ENTRY into 
the account. Remember, all money comes from somewhere and goes 
somewhere. Keep that in mind when you make an entry, the program will 
keep all of your finances in order and accurately balanced. 

The prompt is asking you to enter the first account name into which the 
entry is being made. 

So let's say ACCOUNT #1 is called PAY which is an INCOME account. 
Type in PAY, exactly the way it is spelled in the account directory and 
press Return. 

Because Pay is the first account name entered, and since you'll be 
increasing the balance of the Pay account (by showing an additional 
$1,000 in income), then the amount entered above was a POSITIVE 
amount. 

Remember the rule: Enter a POSITIVE number to increase an INCOME 
account. 

ACCOUNT #2: This is the second account that you are posting this 
transaction to, which is your checking account. Next to the prompt type: 
CHECKING. 

You don't have to worry about whether the second account is increased or 
decreased. In this case the program will increase the Checking account by 
$1,000 as well as the Pay account, but it's done automatically. 

Be sure you have spelled the account names exactly as they appear in the 
directory. If they are misspelled, the program will assume you are 
opening a new account. 

When you press RETURN, the program takes the $1,000 and posts it 
into both accounts. It records that: 
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You have earned an additional $1,000 in income which will 
show up in your financial statements; 

and that you have an additional $ 1,000 in your checking 
account which will show up in your checking statement. 

Remember when you are making double entries that you only have to 
concern yourself with the first account. Is it a positive or negative entry? 
The program will enter it into the specified account and figure out how to 
post it to the second account 

Here's your guide to entries: 

Enter a Positive amount to: 

Increase a DEPOSIT account 
Increase a LOAN account 
Increase an INCOME account 
Decrease an EXPENSE account 

Enter a Negative amount to: 

Increase an EXPENSE account 
Decrease a LOAN account 
Decrease an INCOME account 
Decrease a DEPOSIT account 

Whenever you make an entry, simply ask yourself if the effect of the 
entry will increase or decrease the balance of the first account. 

After you have finished an entry, the program will clear the entry screen 
so you can make another entry. Or you can stop by pressing the Esc key. 

A few more examples will help to clarify the posting. 
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Example: Write a $ 100 check to pay for car repairs. 

Date: (Use six digits) 

Particulars: (Up to eight characters) 

Amount: -100 
Account #1: CHECKING 
Account #2: CARREPAIR 

Enter the $100 as a negative number because you are DECREASING a 
DEPOSIT account. Then post it to ACCOUNT #1 as CHECKING and 
ACCOUNT #2 as CARREPAIR. The $100 is deducted from your 
checking account and is added to your expense account that keeps track of 
your car repair costs. 

Example: Transfer $250 from your checking to a savings account. 

Amount: 250 
Account #1: SAYINGS 
Account #2: CHECKING 

Enter $250 as a positive number and post the entries as Account #1: 
SAVINGS and Account #2: CHECKING. Savings is a Deposit account 
and, since your are increasing it, you enter a positive number. 

You may wonder why the entry doesn’t also increase your checking 
account since you are making a positive entry and since your checking 
account is a deposit account as well. 

This is where the program takes over and recognizes that the first entry 
(SAVINGS) is going to be increased. Therefore, the second entry 
(CHECKING) is a transfer and must be decreased. You only have to be 
concerned with whether the first entry is positive or negative. The 
program will figure out the rest. 

A series of additional examples follow. If you try each one, you'll 
understand how to post any type of entry. 
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One note of caution: You can't move the cursor around the screen to 
correct an entry. You can stop making an entry at any time by simply 
pressing Esc or clicking on the Quit button, and the program will return to 
the main desktop so you can start the entry again. 


Additional Examples 

Example: Pay $250 for rent from your checking account. 

Amount: -250 
Account #1: CHECKING 
Account #2: RENT 

Explanation: If a positive amount INCREASES the balance of a deposit 
account, it stands to reason that a negative amount will DECREASE the 
balance of an account. 

In this case writing a check decreases the account so it is entered as a 
negative amount (Incidently the entry could have been posted as Account 
#1: RENT and Account #2: CHECKING. RENT is an expense account. 
If entered first, expense accounts are increased if the amount is a negative 
number.) 

Example: Charge a pair of pants for $46.76 on your chargecard. 

Amount: 46.76 

Account #1: CHARGECARD 

Account #2: CLOTHING 

Explanation: Here you are INCREASING a loan account (Chargecard) 
so it's entered as a positive number. If you were entering the EXPENSE 
account first (CLOTHING), you would have entered the $46.76 as a 
NEGATIVE number because you would be increasing the balance of an 
EXPENSE account. 
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Keep in mind that when you charge something, you are taking a loan 
from the bank, store or company that issues the card. So you are 
increasing a loan or liability account. When you pay a chargecard bill, 
you are decreasing your loan or liability. 

Example: Buy a $6,000 car with a loan. 

Amount: 6000 
Account #1: CAR 
Account #2: CARLO AN 

Explanation: If you tried this entry, you found that no account named 
CAR exists and the program asks is you want to open it. Press Open 
Apple C to create it You should classify CAR as a DEPOSIT account 
because it is considered an ASSET. Press D and Return. 

Because buying the car will obviously increase the deposit account called 
CAR, you posted the entry as a POSITIVE amount. 

If you had entered the accounts in the reverse order — Account #1: 
CARLO AN and Account #2: CAR — it still could have been a positive 
amount because the first account is a loan which is being increased. 

Remember, it's up to you to decide which account is typed first and if the 
amount is positive or negative. The program will figure out if the entry 
into the second account is positive or negative. 

Note: Account names can be up to ten characters with no spaces or special 
punctuation. 

Example: You are now making car payments to pay off the $6,000 car 
loan. Your monthly payments are $199.28 per month at 12% annual 
interest rate for three years. (Later you'll see how the loan amortization 
program contained on the disk can determine these costs for you.) 

Amount: -199.28 
Account #1: CARLO AN 
Account #2: CHECKING 
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Explanation: A car payment would be DECREASING a LOAN account 
therefore the payment is entered as a negative. Since the payment is made 
by CHECK, which is a deposit account, the entry could also have been 
posted as a negative number like this: Account #1: CHECKING and 
Account #2: CARLOAN. 

Example: You use your chargecard for both business and personal 
expenses and would like to keep a separate account of the expenses. You 
want to charge a lunch for $85 towards business expenses and a dinner 
for $45 towards personal expenses. This is how you can maintain 
separate records. 

You can maintain a BUSINESS and a PERSONAL expense account. 

You can post the chargecard as the first account and as a positive number, 
because you are increasing a loan account like this: 

Amount: 85 

Account #1: CHARGECARD 
Account #2: BUSINESS 


Amount: 45 

Account #1: CHARGECARD 
Account #2: PERSONAL 

The program will indicate that a new account named BUSINESS is being 
created when you make the first entry and a PERSONAL account is being 
created when you make the second entry. You'll simply need to classify 
each as an EXPENSE account. 

Later you’ll see how to recall an account history that will display (or print) 
all the entries made into it. If you want a report on either your business or 
personal expenses that you have charged, you can call up either account. 
Your total charges can be accessed by reading the chargecard account. 
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The Equity Account 

Many people begin using The Personal Accountant by simply entering 
account information as if no accounts had prior balances or by opening an 
account with a single entry. This is not a problem because you don't have 
to use the Double Entry system to store your account information. 
However the TRIAL BALANCE in the financial reports section will not 
balance so an additional account type - EQUITY - is included to help 
you open your books and close them at the end of a year. 

Let s use a typical example to open your books. Make these entries: 

Example: You have a house which you paid $50,000 for. 

Amount: 50000 
Account #1: HOUSE 
Account #2: EQUITY 


Explanation: You'll be asked if you want to open a new account named 
HOUSE. Classify HOUSE as a DEPOSIT account because your house is 
an ASSET. When you increase a DEPOSIT account the amount is posted 
as a POSITIVE. The EQUITY account is always posted second so don't 
be concerned about whether it is positive or negative. 

Example: You have a $32,000 mortgage on the house. 

Amount: 32000 
Account #1: MORTGAGE 
Account #2: EQUITY 

Explanation: You have opened MORTGAGE as a LOAN account and the 
amount is posted as a positive number because you are increasing a 
LOAN account. 
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Example: You have already paid $2,400 in rent this year and you want to 
show the expense when you open the books. 

Amount: -2400 
Account #1: RENT 
Account #2: EQUITY 

Explanation: RENT is an EXPENSE account and to increase this type of 
account you have to enter it as a negative number. 

Example: You have already earned $8,000 this year and you want to 
show the income when you open the books. 

Amount: 8000 
Account #1: PAY 
Account #2: EQUITY 

To increase your Income account called PAY, you should enter the 
amount as a positive number. 

Example: A checking account contains $688.50 when you open your 
books. 

Amount: 688.50 
Account #1: CHECKING 
Account #2: EQUITY 

To INCREASE your CHECKING (Deposit) account, use a positive 
number for the amount. 

Now, if you look at your accounts (see READ ENTRIES under the 
ENTRIES menu) you would see that CHECKING, for example has the 
$688,50 entry credited to the account and a balance of $889.22. EQUITY 
shows a balance of $13,088.50. The EQUITY account reflects the 
difference between the worth of your house, your checking account 
balance and your expenses, minus your mortgage and salary to date. 
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Using the EQUITY account is optional but it will help you keep your 
accounts balanced. Later you'll see how EQUITY is used to close 
INCOME and EXPENSE accounts at the end of the year. 

After working with the program and setting up a few accounts, you 
should have a good understanding of how to post any account. Your 
accounts should be quick to enter and easy to understand. 

After investing a short time entering financial data, you'll find you can 
compile and generate valuable financial reports that will give you 
important and timely insights into your financial status. 


Read Entries 

(Open Apple R) 

Mouse Users: 

Choose the "Entries" menu and select the "Read Entries" option. 
Keyboard Operation: 

Hold down the Open Apple key and press "R." 

This section allows you to review any files you have entered. You might 
want to check some of the entries just made. In answer to "Enter Name of 
Account to Read" type CARREPAIR. The program will confirm the 
name. 

Then select the "Read" button or press the Open Apple and R keys. Press 
A and Return to read the whole account. Enter P if you want to print out 
the account information or Open Apple S to display it on screen. 

You'll see that you've spent $100 so far to keep your car fixed. 

Now, reads the CHECKING account statement. You'll see the opening 
balance of $688.50, a pay check deposit of $1,000 plus the checks 
you've written for CARREPAIR, a transfer to SAVINGS, a RENT and 
CAR payment. 
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Acct Bal = $889.22 


# Date Particulars Amount 


6 Mar 23'88 Payment -199.28 
5 Mar 19'88 Rent -250.00 
4 Mar 15*88 Transfer -250.00 
3 Feb 21'88 Tires -100.00 
2 Jan 31'88 Paycheck 1000.00 
1 Jan 31*88 OpenBal 688.50 


Quit esc| |Continue ‘4c| 


If you had many entries in an account and only wanted to check the last 
five, for example, type 5 instead of A. 


Change Name or Type 

(Open Apple N) 


Mouse Users: 

Choose the "Entries" menu and select the "Change Name" option. 
Keyboard Operation: 

Hold down the Open Apple key and press "N." 

You can change the name of any of the accounts already in The Personal 
Accountant by using this section. For example you'll probably want to 
change the CHARGECARD account name to an actual card name and add 
a few more for your other charge card accounts. When prompted, enter 
the OLD account name and press Return. 
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File Entries Reports Amortize Phone-Book 


Personal Accountant 


Enter Name of Account to Change:Clothing 
Enter New Account Name: Clothes 
Ready for Change 


| Quit esc | | List L | | Change ‘tC | 


Then enter the NEW account name and press Return. Click on the 
Change button or press the Open Apple and C keys to make the change. 
Press the Esc key or click on the Quit button if you want to stop making 
the change. 

You will be asked if you wish to change the TYPE or category of the 
account. Just press the first letter of the account type and Return: 


D=Deposit 

L=Loan 

E=Expense 

I=Income 

If the new account type is the same as the old one, just enter the first letter 
of the old account type. 

Note: you can only have a single equity account, called Equity. 
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Delete An Account 

(Open Apple D) 


Mouse Users: 

Choose the "Entries" menu and select the "Delete Account" option. 
Keyboard Operation: 

Hold down the Open Apple key and press "D." 

Use this section to delete a account from the directory. You'll be 
prompted to enter the name of the account and confirm it by clicking on 
the Delete button or pressing the Open Apple and D keys. It will be 
deleted from all listings and reports including the directory. 

If there were any entries in the deleted account, your Trial Balance (see 
Reports Section on the menu) will be out of balance because everything 
was posted to two accounts. This, however can be easily remedied as 
explained in the next section. 

Since it's unusual to delete an entire account, it's a good idea to read the 
next section before doing so. 

Sometime, when you are making an entry into an existing account, you 
might spell the account name wrong and inadvertently open a new account 
(i.e. CHECKNG). You cannot simply change the file name and have the 
entry show up in the right account. 

First, delete the misspelled file from the program using this section. And 
remember to delete the entry from the second account that you posted it 
to, using the change entry section. ‘Then make your original entry again. 
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Change Or Delete An Entry 

(Open Apple C) 

Mouse Users: 

Choose the "Entries" menu and select the "Change Entries" option. 
Keyboard Operation: 

Hold down the Open Apple key and press "C." 

You may want to correct or delete an entry from one of the accounts. 

Type in the name of the account and press Return. If you want to see the 
directory of accounts, click on List or press Open Apple L. Then click on 
Change or press Open Apple C and the entries will be displayed. 

The program will list the entries in the account so you can find the one 
you wish to change. Click on the Entry button or press the Open Apple 
and E key. When the prompt asking for the number reappears, enter the 
appropriate number and press Return. The old entry will be displayed at 
the top of the screen and you will be asked to verify that it is the entry you 
wish to change. If so click OK or press the Open Apple and O keys. 

You will be asked for the date, particulars and amount of the 
CORRECTED ENTRY. Remember to enter a negative sign if necessary. 

If you wish to delete the entry, type an * when prompted for 
a date. 

After you have entered the new details and verified them, select Accept or 
Open Apple A and the program will make the change onto the data disk. 
You’ll be cycled back to the beginning of the section. You can make more 
changes or press the Quit button or Esc key to leave this section. 

In a traditional bookkeeping system, no incorrect entries are ever erased. 
Generally a line is drawn through the entry and a "Correcting" entry is 
made to offset the mistake. To maintain an "audit trail" so an accountant 
can examine each transaction, you should use the same procedure. You 
can make another entry in the posting section that offsets the incorrect one 
and indicate that it is a "correcting" entry in the memo section. 
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Because you are using a double entry system you must remember that if 
you delete or change an entry in one account, you have to change that 
entry in the second account it was posted in. 

Try this example. You recorded a $100 check for CARREPAIR earlier in 
one of the examples. Later you discover the amount of the check was 
actually $90. When you correct the entry in the CARREPAIR account, 
you also need to correct the entry in the CHECKING account as well. 

Double Entry posting does not work in reverse so if you make a mistake, 
remember to fix it in both accounts. If you do, you will keep all of your 
balances in order. 

That is why you have to be careful when DELETING AN ENTIRE 
ACCOUNT. You'll discover that the account and the entries in it may be 
gone but the corresponding entries that were posted to other accounts will 
still be there and effect your reports such as the Trial Balance in the 
Financial Reports section of the program. 

The best approach is to look at the account you are deleting. Note all the 
entries and where they were posted. Use this section to delete those 
entries from the other accounts. Then go back to the Delete Account 
section and delete the whole account. 


Forwarding Balances To A New Disk 

(Open Apple F) 


Mouse Users: 

Choose the "Entries" menu and select the "Forward Balances" option. 
Keyboard Operation: 

Hold down the Open Apple key and press "F." 
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From time to time you will want to forward all of your account balances 
to a new disk. This would be done when you fill up a data disk (although 
that may not be too often since a disk will hold many entries) or at the end 
of a quarter or year. In any case, it is easy to transfer the balances to a 
new disk while keeping all the information on the original disk. 

Before forwarding balances you should print out all your financial reports 
(see Reports section). Then enter the "Forward Balances" section. 

The program will ask you to verify that you want to forward all balances 
to a new disk. Enter Y for yes. Leave the old disk in the drive and press 
any key. 

When the next prompt appears, insert a new ProDOS formatted disk and 
press C to continue. You'll be reminded that any data on this new disk 
will be erased if you continue. You can press the Esc key if you have 
changed your mind. 

The new disk will contain only account balances so you'll have plenty of 
room for new entries. You can also run the financial reports in Section C. 
If you wish to go back and check past individual entries, use the original 
data disk which should be put away for safekeeping. 
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Closing Out A Period 

At the end of the year or accounting period you may want to forward your 
balances so you don't have to re-enter each account and its balance. At 
the same time you may want to "close" your income and expense accounts 
by making the balances zero in those accounts. 

Companies bring the balances of income and expense accounts to zero at 
the end of each year, so they are able to measure the income versus 
expenses during a specific accounting period. Those figures can be 
compared with an earlier period or used to project a future period of the 
same duration. 

Measuring the difference between income and expense in a given period 
of time tells you how much profit you have made during that period. 
You'll see that an "Income Vs. Expense" report can be generated using 
the financial reports section. This is a very useful means of generating 
information for preparing your tax returns as well. 

Only income and expense accounts should be brought to zero. The 
balances of your assets, liabilities and equity accounts are carried forward 
to the next year. 

You will use your EQUITY account to close out a year. 

First, print out a current copy of all the financial reports. You will need to 
refer to the following instructions for Preparing Financial Reports. 

These reports will provide the account balances you need to accurately 
post the closing entries. You should also keep these printed reports as a 
record of your year end financial status. 

Next, forward all balances as explained in the previous section. 
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Then, using the Make Entries section (Open Apple E), close your 
EXPENSE accounts by posting the balance of each account as a 
POSITIVE number. Post the EXPENSE account first and the EQUITY 
account second. 

Example: Your Rent EXPENSE account shows a balance of -2,650. 

Amount: 2650 
Account #1: RENT 
Account #2: EQUITY 

Explanation: The positive entry will offset the balance of -2,650 and 
effectively zero out the Rent account. 

Do this for each EXPENSE account. Then close all the INCOME 
accounts by posting the balances of each as a negative number. 

Example: Your Pay account has a balance of 9,000. 

Amount: -9000 
Account #1: PAY 
Account #2: EQUITY 

When you have finished closing all the INCOME and EXPENSE 
accounts, run another statement of INCOME AND EXPENSE to be sure 
that all balances are zero. Now you are ready for a new year. You 
should put away your original data disk for safekeeping because it 
contains all of last year's entries in case you need to refer to them. 
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Prepare Financial Reports 

Once you have entered financial data, The Personal Accountant has the 
capability of generating valuable financial analysis. These reports tell you 
if all your accounts are in balance, detail your expenses, tell you if you are 
profitable or not and indicate your net worth. 

Financial reports can be displayed on screen or printed out. 

There is also an option to send the report data to disk so that it can be 
merged into other programs like word processors or spreadsheets. For 
example it works with TRIO, which is an integrated word processor, 
spreadsheet and data base published by Softsync, Inc. (S512; $79.95). 

If you select the "Disk" option when you prepare a report, a standard 
ASCII text file will be saved onto a data disk. You'll be asked to name 
the file and to insert the disk you want to save it to into the default drive. 

To prepare these reports, select any one on the menu. Enter the date that 
you would like printed or displayed on the reports. Enter as a six digit 
number such as 012288 and press Return. This date is a reference only 
and will not affect the data compiled in the report. 

The following are the four types of financial reports that can be either 
displayed, printed or saved to disk. 
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Trial Balance 

(Open Apple T) 

Mouse Users: 

Choose the "Reports" menu and select the "Trial Balance" option. 
Keyboard Operation: 

Hold down the Open Apple key and press "T." 

You can enter the date that will be displayed on the report and specify that 
the results will be sent to the screen, printer or disk. 

This report lists each account which has a balance other than zero. It 
shows the account name, its type and the balance in the account. 

A Trial Balance is designed to determine if all the entries made in the 
books are correct when the double entry system is used. 


Press the Esc key to leave the report. 


File Entries 

Reports Amort 

ize Phone-Book J 

Trial Balance 

Trial Balance as of Dec. 

12 *88 


Account 

Amount 


Checking 

889.22 



Savings 

250.00 



Charge 


176.76 


Car Loan 


1800.72 


Car Repairs 

90.00 



Rent 

2650.00 



Clothing 

46.76 



Pay 


4000.00 


Equity 


3948.50 


Car 

6000.00 



Totals 

9925.98 

9925.98 



(Note: this is a sample and doesn’t reflect the entries so far.) 
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Balances are displayed in either the left or right column depending on the 
type of account At the bottom of the report, the totals of each column are 
displayed and these totals must be the same (one is shown with a minus 
sign). If they are not, then an accounting mistake was made and entries 
must be checked to determine where it was made. 

If there is a difference in the two numbers at the bottom of the Trial 
Balance, then it's possible that you made a negative entry that should have 
been a positive one or you made a correction to one account entry but 
didn't correct the corresponding entry in the other account. 

Find the difference between the two totals and look at your account entries 
for an entry of that amount. If you can find it, check to see if it was 
entered correctly in both accounts. 

Another method of finding a mistake is to either divide or multiply the 
difference between the Trial Balance totals by two. This number may be 
equal to an entry that was posted using the wrong sign 
(- or +). 

Finding a posting error can be difficult sometimes but that is the reason 
why you should run a Trial Balance frequently so you can spot an error 
immediately. 
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Expense Accounts 

(Open Apple X) 

Mouse Users: 

Choose the "Reports" menu and select the "Expenses" option. 

Keyboard Operation: 

Hold down the Open Apple key and press "X." 

You can enter the date that will be displayed on the report or confirm the 
date that you have already entered. You can also specify that the results 
will be sent to the screen, printer or disk. 

This report lists all of your expenses to date by account and provides you 
with a total. 

Press the Esc key to leave the report. 
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Income and Expense Statement 

(Open Apple I) 


Mouse Users: 

Choose the "Reports” menu and select the "Income/Expenses" option. 
Keyboard Operation: 

Hold down the Open Apple key and press "I." 

You can enter the date that will be displayed on the report or confirm the 
date that you have already entered. You can also specify that the results 
will be sent to the screen, printer or disk. 

This report lists all sources of income and the total income as well as all 
expenses and total expenses. 

An "Income over Expense" balance is provided. Hopefully this is a 
positive balance too. In a business, the balance is a reflection of how 
much profit the company has made during a specific accounting period. 

Press the Esc key to leave the report. 


4 File Entries Reports Amortize Phone-Book 


Income vs. Expenses 


Income vs. Expenses 

as of Dec 

12’8 6 

Income 

Pay 

9000.00 


Total Income 


9000.00 

Expense 

Car Repairs 

900.00 


Rent 

2650.00 


Clothing 

46.76 


Business 

85.00 


Personal 

45.00 


Total Expense 


2916.76 

Income over Expense 


6083.24 
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Assets and Liabilities 

(Open Apple W) 


Mouse Users: 

Choose "Reports" menu and select the "Assets/Liabilities" option. 
Keyboard Operation: 

Hold down the Open Apple key and press "W" (for net worth). 

Enter the date to be displayed or confirm the date already entered. Specify 
where the results will be sent: screen, printer or disk. 

Your ASSETS are listed which are all accounts classified as DEPOSIT 
accounts. This would include bank accounts, stocks and bonds, your 
house, car and other possessions. 

All LIABILITIES are listed which are outstanding loans such as 
mortgages and charge card balances. 

The difference between assets and total liabilities is shown at the bottom 
of the report. This balance, which hopefully is positive, reflects your net 
worth. Press the Esc key to leave the report. 
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Printing Reports 

Any of the four reports can be printed by clicking on the Print button or 
pressing Open Apple P. If you want all four reports printed 
automatically, choose the "Print All Reports" option. 

Mouse Users: 

Choose the "Reports" menu and select" Print All Reports." 

Keyboard Operation: 

Hold down the Open Apple key and press "A." 

When you select all reports the program will pause between each report so 
you can advance or change paper. Make an adjustment and press any key 
to continue. 

Printer Settings 

The program will work with Apple compatible printers because it does not 
use any unusual characters or graphics symbols unique to specific 
printers. 

Because settings can be changed on a printer you might find that the 
reports don't appear exactly the way you want them. For example they 
may be double spaced or the paper does not advance. These problems 
generally can be solved with the correct printer switch settings. Each 
printer is different and has a different number of switches. Consult you 
printer manual for information about what each switch does. There are a 
number of variables so if your printer is not working it's important to take 
an organized approach to finding the correct combination. 

It's best to test one variable at a time. Also when a setting is sent to the 
printer by a switch change, it will remain in the printer's memory until the 
power is turned off on the printer. When you make a switch setting 
change, turn the printer off and on again to clear the previous instructions. 
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The Amortization Program 


The Personal Accountant has another program which allows you to 
calculate loan payments and show how much you would pay in principal 
and interest during each month for the life of a loan. 

You can also figure out how much you’d earn over any period of time if 
you deposited money in an account that has a compounded interest rate 
like a savings or IRA account. In addition the program will calculate the 
earnings if you made regular contributions to this type of account. 

The data generated by this program is known as an amortization schedule. 
You can calculate any number of "what if' situations by changing the 
variables such as the amount, interest rate and period of time. 

You can use this to determine how much your monthly mortgage payment 
will be, how much you will need to put away each year in order to retire 
with enough income, or how much an investment will be worth in the 
future. 
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Using Amortization 

Move the pointer to the "Amortize" menu and select "Access Amortize" 
from the menu. 

To review the procedure for selecting menu options: 

With a Mouse: move the pointer to the menu selection and press the 
mouse button. Holding down the button, slide the pointer over the option 
you want (it will inverse) and release the button. 

Using the Keyboard: Hold down the Open Apple key. Press the Closed 
Apple key and release it. A beep will be sounded. Then, while 
continuing to hold down the Open Apple key, press the Closed Apple key 
again and the menu will open. 

Move from menu to menu by pressing the left or right cursor keys. Move 
within a menu option by pressing the up and down cursor keys. To select 
a menu option, move the pointer over the option until it inverses and then 
release the Closed Apple key or both Apple keys. 

When loaded this menu will appear: 

[1.] Loan Payments and Amortization Tables 
[2.] Future Value 

[3.] Future Value with Annual Increment 
[4.] Return to Main Menu 

Loan Payments 

If you wanted to find out how much it would cost to borrow $4,000 at 
15% interest over two years, press the 1 key or click on menu option 1. 
The program asks if you want to display the results on screen or print a 
copy. Respond by clicking on the appropriate box or pressing either 
Open Apple S or P. 
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The prompt "Enter Principal" will appear. Enter 4000 and 
press Return. Don't use commas or a dollar sign. 

The prompt "Interest Rate" will appear. Enter 15 and press 
Return. You don’t need to use a per cent sign. 

The prompt "Number of Payments" appears. Enter 24 if the 
payments would be once a month for two years and press 
Return. Always enter the number of payments not the 
number of years. 

Generally the calculations will be displayed immediately although in some 
cases it could take a few seconds to calculate. In our example the screen 
would show: 


File Entries Reports 

Amortize Phone-Book 


Loan Payments 

Principal $ 

4000.00 


Interest Rate 

15.00 


No. of Payments 

24.00 


Payment Amount $ 

193.94 


Total Interest $ 

654.56 


Press any key to 

Continue 



Next you can prepare the Amortization Table which is simply a monthly 
break-down of how much of the loan payment goes to pay the principal, 
how much goes towards interest costs and what the balance is for every 
month of the loan period. 

The program will ask if you want to display or print the table by clicking 
on the appropriate box or pressing Open Apple S or P. 
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Enter the month and year you wish to start making payments as two-digit 
numbers separated by a 7" so that August 1988 would be expressed as 
08/88. Press Return. 

If the table is displayed on screen it will appear 14 lines at a time. Click 
the Continue button or press Open Apple C to display the next 14 lines. 

Future Values 

By choosing "Future Values" on the menu, you can calculate how a 
compounded interest rate would effect an investment over a certain 
number of years. For example you can determine how much interest you 
would earn in a savings account, interest bearing bonds or an IRA 
account over a period of years. 

If, for example, you have $5,000 invested at an interest rate of 10.5%, 
which is compounded 12 times a year, you can find out how much money 
you'll have in five years. 

The prompt "Initial Investment" will appear. Enter 5000 and 
press Return. Don't use commas or a dollar sign. 

The prompt "Interest Rate" will appear. Enter 10.5 and press 
Return. You don't need a per cent sign. 

The prompt "Number of Years Invested" appears. Enter 5 and 
press Return. 

The prompt "Number of Compoundings Per Year" appears. 

You can enter either 1, 2, 3,4, 6, or 12 times a year. Enter 
12 and press Return. 
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Future Value With Annual Increment 


The annual increment option lets you take Future Value calculations one 
step further. It allows you to figure out what your future investment 
would be worth if you added a set amount to it every year such as 
contributing $2,000 to an IRA account. 

You can also print or display a growth table similar to the Future Value 
option except this table will also show the yearly increments. 



4. Return To Main Menu 


When you have finished using the calculators in this section of the 
program, you can go back to the main desktop and access the other 
sections if you select option Return to Main Menu. 
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Phone Book 


The third section contained in The Personal Accountant is the data base 
called "Phone Book." This is used to keep a file of names, addresses and 
one other lines of information about the accounts you have in the main 
program. It allows you to change and update entries as well as print lists 
and mailing labels. 

It's recommended that you don't exceed 200 records in the Phone Book. 

It should be used as a small phone book for supplementing your financial 
records. The entries that you make here will be stored on the same disk 
as the Personal Accountant data. The more names you store, the less 
room for financial data. 

Using the Phone Book 

Move the point to the "Phone-Book" menu and select "Examine 
Phone-Book" from the menu. 

To review the procedure for selecting menu options: 

With a Mouse: move the pointer to the menu selection and press the 
mouse button. Holding down the button, slide the pointer over the option 
you want (it will inverse) and release the button. 

Using the Keyboard: Hold down the Open Apple key. Press the Closed 
Apple key and release it. A beep will be sounded. Then, while 
continuing to hold down the Open Apple key, press the Closed Apple key 
again and the menu will open. 
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Move from menu to menu by pressing the left or right cursor keys. Move 
within a menu option by pressing the up and down cursor keys. To select 
a menu option, move the pointer over the option until it inverses and then 
release the Closed Apple key or both Apple keys. 

The menu offers: 

1. List All Name/Address Records 

2. Enter New Information 

3. Search/Edit Information 

4. Make Mailing Labels 

5. Quit Phone Book Section 

Choose each option by typing the appropriate number by clicking in the 
box with the number in it. 

1. List All Name And Address Files 

Press the 1 key to list all the phone book records on file. 

A secondary screen gives you the option of listing either the names only 
or all the information contained in each record. 

Click on the Yes button or press Open Apple Y to print the Names 
ONLY. 

Click on the No button or press Open Apple N to print all the information 
contained in each record. 

Click on the Quit button or press Esc to leave this option. 

You’ll be asked to select where you want to see the information. 

Click the Screen button or press Open Apple S to view on screen. 

Click the Print button or press Open Apple P to print a copy. 
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Since no entries have been made yet, the program will indicate there are 
no names on file. 


2. Enter New Information 

Press the 2 key or click in the number box to enter new information. Up 
to 40 characters can be entered in each category (Name, address, city, 
state, zip, other). 

A prompt for a "Name" will be displayed. Enter up to 40 
characters for a name and press Return. 

"Other" can be used to store an account number, phone 
number or memo. 


File Entries Reports Amortize Phone-Book 
Enter New Information 


1 . 

Name: 

SHARON WELLS 

2 . 

Address: 

12 FOURTH AVENUE 

3 . 

City: 

CANTON 

4 . 

State: 

NJ 

5. 

Zip: 

20445 

6. 

Other: 

420 555 1437 


|Quit esc | |Enter *E | 
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When you have finished entering the record, click the Enter button or 
press Open Apple E to record it onto disk and clear the screen for the next 
entry. The data can be stored on the same disk as your financial data or 
on a separate disk that is formatted with ProDOS. (Note: if you set up a 
separate path name for the Phone-Book data, you will have to enter the 
name in the "Set ProDOS Pathname" option under the "File" menu.) 

To stop making an entry at any time, press the Esc key or click on the 
Quit box. 

Note: do not use any commas or periods when making entries. The 
program will ignore them. Also, if you make a mistake typing in a 
record, just continue the entry and correct it using "Section 3: Search/Edit 
Information" or press the Esc key to start over. 

When you press the Return key after the last line click on the Enter button 
or press Open Apple E and the program will store that entry onto disk. 


3. Search/Edit Information 

The program can search for specific files by entering a name or even part 
of a name. Press the 3 key to choose the Search option. 

Choose which line of information you would like to search (Name, 
address, city, state, zip, other) by pressing the appropriate number. 

You'll be prompted to "Enter Search Field Data." Enter the specific name, 
address, etc. in the field you chose. For example, if you were searching 
for a city, you would enter the name of the city here. 

The program searches from the beginning of a line. For example, enter 
the following names in the data base this way: 
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SMITH 

SMITHSON 

SMITHINGTON 


When you search under the name SMITH, all three records will be found. 
If you search for "SMITHSON" then only the second one will. The 
address and other lines work the same way. 

You also have to option of displaying the records found on screen or 
printing them either on paper or configured as labels. (A label section 
allows you to specify which fields will be printed. See below.) 

Select the output: 

Click on the Screen button or press Open Apple S for screen display. 
Click on the Print button or press Open Apple P to print a copy. 

Click on the Label button or press Open Apple L to print a label. 

When the record is found (or the first one of many) it will be displayed 
(or printed). You'll be given the option to: 

View or print any more records found in the search (click on 
the Continue box or press Open Apple C). 

Edit the current record found (click on the Edit box or press 
Open Apple E). 


Editing An Entry 

If you want to edit any of the existing entries, first search for the record 
you want to change. 

When the record you want to edit is displayed, click the edit box or press 
Open Apple E and you'll be asked which line of information you want to 
change. 

Enter the line number to be changed and press Return. Type in a new line 
and press Return. The program will change the existing line. If you wish 
to make any other changes to the record select the edit option again and 
specify the field to edit. 
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If there is a record no longer needed, use the edit option to change that 
entry to a different one. This is the only way to actually discard a record 
you no longer use. 

From time to time you can print out all the records so you can review 
them for changes, updates and new entries. 


4. Make Mailing Labels 

This section allows you to configure your records to print out in label 
format. You can select the fields to print and in which order to print 
them. The program will print one label across. 

Simply enter the number of each field to print, separated by either periods 
or dashes. 

A period represents a carriage return so entering 1.2 would print field 
l(Name) on the first line and field 2 (Address) on the second line. 

A dash represents a space. Thus entering 1-2 would print field l(Name) 
and field 2 (Address) together on the first line with a space between them. 

The program defaults to this configuration: 1.2.3-4—5. 

That means it would print records like this: 

Name 

Address 

City State Zip 

and leave out the "Other" field. This is how it would look: 
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A 


SHARON WELLS 



12 FOURTH 

AVENUE 



CANTON NJ 

20445 


L. 





You might need to change this configuration depending on the size of 
your label. You'll be prompted to enter the number of carriage returns 
between entries. If you are printing three lines on a five line label, enter 2 
and the printer will do two carriage returns after printing a record in order 
to line up on the next label. 

You'll also be asked if "the extra spaces should be suppressed." The 
phone book is a "fixed length" data base, meaning that each field has 40 
characters, even if you are only using two. In most cases you will want 
to suppress the extra spaces so that it closes up the spaces that might 
occur between, for example, the state and zip fields. The only reason you 
would not want to suppress spaces is to print reports in columns but this 
would be an unusual format for labels. Enter a Y to suppress the spaces. 


5. Return to Main Menu 

When you have finished using the Phone Book, you can go back to the 
main desktop and access the other sections if you select option 5: Return 
to Main Menu. 

Note that the Phone-Book records are stored in a separate file on the 
financial data disk. If you forward your balances at some point, you can 
move the book to the new disk or any other disk using a standard File 
Copy utility such as the one provided with the Apple //c. 
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Miscellaneous Notes: 

You might notice that, sometimes commands are executed by pressing the 
appropriate numbers or letters without having to press the Return key as 
well. 

In other places, where you are making a specific entry such as a name or 
amount, you must press Return after typing the entry or choice. These 
are usually in situations where you are actually entering some specific 
information or asking the program to perform a task. This gives you the 
option to change the information first but by pressing the Return key you 
confirm that you want to go ahead. 

Once in a while you might find the program will jump ahead 
unexpectedly. This is because you entered a choice and pressed the 
Return key when it wasn't necessary. That Return is stored in the 
keyboard memory buffer until the program gets to its next point and then 
executes this extra Return command. 

If you get into an area of the program that you don't want to be in, you 
can usually press the Esc key or click on the Quit box and the program 
will return you to the menu. 

Exiting The Program 

When you have finished using the program there is no need to save any 
data or update your disk. All entries and changes have been made 
automatically by the program as you used it. 

Mouse Users: 

Choose the "File" menu and select the "Quit Accountant" option. 
Keyboard Operation: 

Hold down the Open Apple key and press "Q." Answer Y for "yes." 
Simply remove the data disk from the drive and turn off the computer. 
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Disk and Data Care 


It is very important to maintain current back up copies of data disks. Each 
time you finish using the program, make at least one copy of the data disk 
and put it away in a safe place. 

Data can easily be lost if the disk is subject to dust, dirt, moisture, 
fingerprints, physical scratches or drop outs on the disk surface. A sign 
of a damaged data disk is the inability to recover entries that have been 
made to the disk, such as when a report is being compiled because that is 
when the program reads the entire data disk for information. If this 
happens, you can go to the back up disk and enter any missing data. 

In addition to keeping at least one back up copy of all your data disks, it is 
recommended that you print out the financial statements and account 
histories frequently and put them aside. If for some reason all your back 
up copies were lost, you could reconstruct a financial history using the 
print outs. It would be tedious but at least you would have a record of the 
transactions. 

Data disks can be backed up using any commercial copy program. 
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Appendix A 
Error Messages 

If you encounter an error message, this is what it probably means. 

Error #4: Write-protected. Check your data disk to be sure there is no 
write protect label covering the notch. 

Error #5: End of data. This would indicate that the program is trying to 
read an incomplete record which may have been corrupted if the disk was 
removed at the time the record was being written, or that the disk cannot 
be read at the section where the data should be because it is damaged. 

Error #6: File not found. Check to be sure the correct data disk is in the 
drive and/or correct drive path is specified if you use drive path names. 

Error #8: I/O error. Check your disk drive to make sure it's properly 
connected and that the door is closed. Be sure your data disk is properly 
formatted (ProDOS) or try another disk. 

Error #9: Disk full. There is no room left to store data on the disk. 
Although a disk can hold many entries, you should check the number of 
available blocks left on a data disk from time to time. If you are running 
low on space, forward the balances to another disk (see instructions). 

Error #13: File type mismatch. Check to be sure you have the right data 
disk in the drive. This means the program has found a file you requested 
but it is not a Personal Accountant file. 

Error #17: Directory full. You have opened the maximum number of 
accounts that will fit on the disk. If it is less than 50, then check the 
directory of the data disk to see if there are any non Personal Accountant 
files on the disk that you can delete. Be careful not to delete any of the 
existing accounts because it will throw your balances off and don’t delete 
the directory that stores the names of the accounts. Make a back up copy 
before you make any deletions. 
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Appendix B 
Option Keys 


Used with the Open Apple Key 
File 

List Directory L 

Prepare Disk p 

Set ProDOS Pathname S 

Quit Accountant Q 

Entries 

Make Entries E 

Read Entries R 

Change Name N 

Change Entries C 

Delete Account D 

Forward Balances F 

Reports 

Trial Balance T 

Expenses X 

Income/Expense I 

Assets/Liabilities W 

Print All Reports A 


The procedure for selecting menu options: 

With a Mouse: move the pointer to the menu selection and press the 
mouse button. Holding down the button, slide the pointer over the option 
you want (it will inverse) and release the button. 

Using the Keyboard: Hold down the Open Apple key. Press the Closed 
Apple key and release it. A beep will be sounded. While continuing to 
hold down the Open Apple key, press the Closed Apple key again and the 
menu will open. 

Move from menu to menu by pressing the left or right cursor. Move 
within a menu option by pressing the up and down cursor. 

Select a menu option: move the pointer over the option (using the cursor) 
until it inverses and release the Closed or both Apple keys. 
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SQETSYNC LICENSE AGREEMENT 


Carefully read all the terms and conditions of this agreement prior to 
breaking the disk seal label. Breaking the disk seal indicates your 
acceptance of these terms and conditions. 

If you do not agree to these terms and conditions, return the unopened disk with the disk 
seal label intact and unbroken together with the other components of this product to the 
place of purchase and your money will be refunded. No refunds will be given if the 
product is returned with its disk seal label broken or removed, or if there are missing 
components. 

1. LICENSE: You have the non-exclusive right to use the enclosed software. This 
software can only be used on a single computer. You may not physically transfer the 
software from one computer to another over a network. You may not distribute copies of 
the software or documentation to others. You may not modify or translate the software or 
documentation without prior written consent of Softsync. You may not use, copy, 
modify, or transfer the software or documentation, or any copy, except as expressly 
provided in this agreement. 

2. LIMITED WARRANTY: The software and manual are sold "AS IS", without warranty as 
to their performance. The entire risk as to the quality and performance of the software is 
assumed by you. Softsync does not warrant, guarantee, or make any representations 
regarding the use of, or the results of the use of, the software in terms of correctness, 
accuracy, reliability, currentness, or otherwise, and you rely on the software and results 
solely at your own risk. You, and not Softsync or any dealer or distributor, assumes the 
entire cost of all necessary servicing, repair, or correction and any incidental or 
consequential damages. 

Softsync warrants to the original purchaser that the medium on which the software is 
recorded shall be free from defects in materials and workmanship under normal use and 
service for a period of ninety (90) days from the date of purchase. If during this period a 
defect in the product should occur, the product may be returned to Softsync postage 
pre-paid with proof of purchase. Softsync will replace or repair the product at Softsync’s 
option without charge to you. Your sole and exclusive remedy in the event of a defect is 
expressly limited to replacement or repair of the product as provided above. 

If failure of the product resulted from accident, abuse or misapplication of the product, 
then Softsync shall have no responsibility to replace or repair the product under the 
above terms. 
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The above warranties for goods are in lieu of all other express warranties and no implied 
warranties of merchantability and fitness for a particular purpose or any other warranty 
obligation on the part of Softsync shall last longer than ninety (90) days. Some states 
do not allow limitations on how long an implied warranty lasts, so the above limitation 
may not apply to you. In no event shall Softsync be liable for indirect, special, or 
consequential damages, such as, but not limited to, loss of anticipated profits or benefits 
resulting from the use of this software, or arising out of any breach of this warranty. 

Some states do not allow the exclusion or limitation of incidental or consequential 
damages, so the above limitation may not apply to you. This warranty gives you 
specific legal rights, and you may also have other rights which vary from state to state. 

3. TERM: This license is effective until terminated. You may terminate it by destroying 
the software and documentation and all copies thereof. This license will also terminate if 
you fail to comply with any term or condition of this agreement. You agree, upon such 
termination, to destroy all copies of the program and documentation. 

4. MISC: This license agreement shall be governed by the laws of the State of New 
York and shall inure to the benefit of Softsync, Inc., its successors, administrators, 
heirs, and assigns. 

5. ACKNOWLEDGEMENT: You acknowledge that you have read this agreement, 
understand it, and agree to be bound by its terms and conditions. You also agree that this 
agreement is the complete and exclusive statement of agreement between the parties and 
supersedes all proposals or prior agreements, verbal or written, and any other 
communications between the parties relating to the subject matter of this agreement. 

APPLE COMPUTER, INC. MAKES NO WARRANTIES, EITHER EXPRESS OR IMPLIED, 
REGARDING THE ENCLOSED COMPUTER SOFTWARE PACKAGE, ITS 
MERCHANTABILITY OR ITS FITNESS FOR ANY PARTICULAR PURPOSE. THE 
EXCLUSION OF IMPLIED WARRANTIES IS NOT PERMITTED BY SOME STATES. THE 
ABOVE EXCLUSION MAY NOT APPLY TO YOU. THIS WARRANTY PROVIDES YOU 
WITH SPECIFIC LEGAL RIGHTS. THERE MAY BE OTHER RIGHTS THAT YOU MAY 
HAVE WHICH VARY FROM STATE TO STATE. 
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SERVICE POLICY 


REPLACEMENT POLICY 

If this disk should fail within 90 days of purchase, please 
return with proof of purchase for FREE replacement. After 
90 days from date of purchase, include $7.50 for 
replacement, plus $2.00 for handling. 

You can obtain a replacement disk of the program by 
returning the defective copy, with your proof of purchase to 
Softsync, Inc., 162 Madison Avenue, New York, N.Y. 

10016. Attn: Customer Service. 

C OPYRIGH T 

This manual and the software described in it are copyrighted with all 
rights reserved. This manual or software may not be copied, in whole or 
part, without written consent of Softsync. You may not sell, rent, lease 
nor transfer copies of the manual or software in any other way without the 
prior written consent of Softsync. 
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INDEX 


Account Balances, 26 
Account Definition, 15 
Account History, 26 
Amortization, 43 
Annual Increments, 47 
Assets vs. Liabilities, 40 
Back Up Copies, 57 
Change Account Name/Type, 27 
Change An Entry, 30 
Closing Out A Period, 33 
Compoundings, 46, 47 
Data Storage, 7, 57 
Dates, 17 

Delete An Account, 29 
Deposit Definition, 15 
Desktop, 5, 9 

Double Entry Bookkeeping, 4, 16, 18 

Edit Phone Book, 53 

Entries, 16, 19, 26 

Entry Mistakes, 30, 36-37 

Equity Definition, 15, 24, 33 

Error Messages, 14, 58 

Exiting The Program, 57 

Expense Definition, 15 

Expense Report, 38 

Files, 12, 13 

Financial Reports, 35-41 

Forward Balances, 31, 33 

Future Value, 46-47 

Growth Table, 46,47 

Hardware Requirements, 6 

Income Definition, 15 

Income vs. Expense Report, 33, 39 
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Interest Rate, 44 
Keyboard, 10 
Keyboard Buffer, 56 
License Agreement, 60 
Loading, 6 
Loan Definition, 15 
Loan Payments, 43,44 
Mailing Labels, 54 
Main Menu, 7 

Merging Data With Other Programs, 35 
Mouse, 9 

Name and Address Files, 50 
Net Worth, 40 
New Disks, 31 
New Financial Year, 33 
Path Names, 12,13,14 
Phone Book, 49-55 
Prepare a Disk, 12 
Principal, 44 
Printer Settings, 41 
Printing Reports, 41 
Profit, 39 

Reading Entries, 26-27 

Save To Disk, 35 

Savings, 46-47 

Search Phone Book, 52 

Selecting Menu Options, 9-11, 44, 49,59 

Service Policy, 62 

Trial Balance, 29, 31, 36 
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